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HAMO RANDEY FUR: Speclsl issistant %o toe Acting Leputy _irector

(Administration)
FHOM; Aeting Mansgement Cfficer
SUBJECT Agency Houpekeeping Services
REFERKHCE: Hemorandum from Chief, Generasl Services to holing

I;;g:ty Tirector {Administretion) deted 13 January

.

1. The above referenced memorandum states the comments of the
Chief, Gereral Cervices on §taff Study cated 22 Lecember 1953, sub-
mitted by the dcting Yansgement Cfficer. The following refers to
the specific peints raised in his memorandur.

A f ‘ dnci 12-%

; Llitles of the GSO is largely supported by Agency Regula-
tion page 13. This Zegulation states the mission of the ~ffice
as Tpro selected adninistrative services for the Agenocy®™, and

under the heading "Funmctions" lists, among other services the fol-
lowing:

Printing and Reproduction
Hachine Records
Records Mansgement

These are not limited to Headquarters as are certain other services
and 1% must therefore be concluded that the Chief, (50, has agency-
wide responeivility therefor. The ¥ail 2nd Courler serviee is, a8
the Chief, GSO indicetes, restricted by the repuletions to Head-

quarters.

The mall and courier service should havs been omitted from
the list of agency-vide responsibilities. This insccuracy does
not affect the conclusions im the ¥IS Staff Study.

3. Parsgraph 2b of the atove refercnced memorandum. An esti-
nated LSY o € sdecprds Branch worklos performed

direetly for the Office of the Comptroller and an estimeted 308
additionally is performed for the Logistics Office on stock comtrol
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records of paramount interest to the Comptroller. This conclusion
is supported ty the following statistics conteined in 2ppendix T
in the sbove referenced memorendum:

Comptroller  3L.0%
Ilogistics 29.
Totsl =y

_ AFAET AL ©_sbove referenced memorandum. it the
time the Staff Study was prepared we were advised Wy ihe Persomnsl
Offics that no determimation hed been made ss to the celling trans-

fer involved in the reassignment of the Motor Pool Fumction. e

were advised that| |positions were being transferred

and thersfore based our computations on a ceiling transfer of the

same number of positions. The figures used in the Staff Btudy were

as of 21 Lecember 1953 [Annex L}, snd obviocusly if action is taken

on the basis of the Ctaff Study recomaendations, changes occurring

after that date must be taken into aceount. 25X1A9A

o LN e In view
of ihe nature of th udy, we were asdvised ty Yesars.,  |and
to treat it confidentially end svolid penetrations of CCE.
d minor cetails may require adjustiment, the facts contsined in
the study support the conclusions and recommendations.

meporenduc. The IC

i ‘ Lot 3 he functiors of
the Printing and Reproductien _lvision and tkat of the Logistics
Office. 1t steted, as an example, that rinting and Reproduction
supplied materials (printed) and a service feproduction), and that
Supply Tivision supplied metorials and Transportation Mivision fur-
nished a service.

7. P _ raodum. & proper
records managesent program shou
from methods and procedures work. Our experience has been that we
constantly encounter records management work whenever our NIS studies
invelve cerrespondence, fillng, storege, disposal, equipment and
related matters. Our practice of celling on Jiecords Yanagement per-
sormel for their assistance results in some duplication and our ous-
tomers have occasionally asked gquestions concerning the divisions
of responsibility. Records management is more properly & field of
mapagement improviwent then s distinct fleld of administration.

The findings of the XIS Stafl study are consistent with the findings
of the Hoever Commlission se guoted by C50. The Commission referred

to management offlces which lope to accomplish a records management

program through management techniques other than reccrds managerment,
The plan proposad in the MIS Staff Study ealls for a gpecific iden-

tifiable group charged with records management responsibility.
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8. Parsgraph 3d of the sbove refercnced memorsndum. The
t4aff Study propoted the asperation ol recoros management staff
sctivities from records masnagement operation. The delineation of
line snd staff functions is =n accepted axiom in manapement.

2. w_{y of the sbove referenced memorandum. This does
not recuire comment. ,

: h 3f of the shove referenced memorandum. Ay erXrors
in the prem 1ie stu s bosed are so slight as to heve
no effect on the conclurions and rccomwendations. The fact thst

the XIS Staff Study is along the lines proposed by the Acting leputy
Director (Administration} in his meworandux of 10 iugust 1953 is

a coincidence which lends credibility to the plan. This memorendum
was not availasble to ¥T8 until it was raceived ac Appendix L to the
sbove referenced menorandum.

11. Paragraphs Lk, 5, &, and 7 of the above referenced memorandum.
These do not require comment.

k 8 of the above referenced memorandur. Of the
recoMmen , paragraph, only ons, that relating to
the rinting idvisory Staff, reculres our comment. This Staff was
sstablished without organizstional study by ¥7¢ end the Personnel
office has no description of the duties of the posltions and there-
fore we based our recommendetions on our ‘mowledge of the types of
projsets the ©4aff had been undertaking. The functions of this
Staff, as enumersted in the “73 &iaff Study, properly beleng in T
1f we are to be piven respapsibility for reviewing sll requisitions
for office equipment {and printing and reproducticn souipment) as
provided in our proposed repulation on the subject.

3. t@arawh 9 of the above referenced memorandum, This does
not require our comment.

P5XT1A9A

o5x1a0A & L—1
MIS/JuP:ee (15 January 195L)
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